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Council Chair Appointment Process

Executive Summary and Recommendation
Introduction

Elaine Buckley stepped down as Council Chair on 4 July 2018. The Council
nominated Stephen Cohen to act as Deputy Chair until such time that a new Chair is
appointed.

This paper sets out proposals for the process and timescale for appointing a new
Chair of Council. The following areas are discussed in the paper;

- Process and timeline
- Role profile

- Appointment Panel

- Advertising

Background information

The HCPC makes recommendations to the Privy Council for appointment. The
Council has a role in approving the process to be followed to make the
recommendation to the Privy Council.

The process is overseen by the Professional Standards Authority (PSA) which
advises the Privy Council as to whether it is satisfied about the process the
regulatory body has followed.

Resource implications

The Governance Department will manage the appointment process within existing
resource.

Financial implications
The appointment campaign is not included in the Governance department’s budget

for 2018-19. The main costs of the process are advertising and Appointment Panel
Fees.



Decision

The Council is asked to agree;

e The process to be followed for the appointment, including the amendments to
the HCPC Council Appointment Process.

e The revised competencies for Council Members and Council Chair.

e The proposed membership of the Appointments Panel.

Appendices

A — Timeline for appointment process

B — Revised Chair and Member competencies
C — Advertising overview

D — HCPC Council Appointment Process (track changes applied)

Date of paper
10 September 2018
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Process

The appointments process will be carried out in accordance with the PSA
guidance Good Practice in Making Council Appointments and the central
principles it sets out of merit, fairness, transparency and openness and
inspiring confidence.

The HCPC's appointment process (last approved by Council in July 2017) has
been evaluated as consistent with this guidance in previous appointment
exercises. This process is included as appendix D. The process has minor
amendments in track change. These are to update job titles of HCPC
employees and to include due diligence checks on candidates social media,
as requested by the PSA at a recent good practice seminar.

Separation of Chair and Member campaigns

Over the summer months, the Council has received an update on proposals
for the separation of the appointment processes for the Chair of Council and
the vacancy resulting from Member Graham Towl’s resignation.

It is proposed that two separate campaigns are run; the first to recruit the
Chair of Council, and then for the Council member vacancy(s) that remain.
This follows the same process followed for the Chair appointment in 2015.

This separation avoids potential conflicts with Appointment Panel composition
(as these are constituted differently, PSA guidance acknowledges that the
joint approach can bring unforeseen additional problems). Separate
campaigns will enable clearer advertising and the specific induction processes
for the Chair to begin before that for the new Council Member(s). It will also
enable the subsequent selection of new Members to take in to account the
skills brought by the incoming Chair,

The Appointment Panel for Council Member roles would also be able to
include the Chair-designate once they take office. Advertising can take place
prior to their taking office so as not to delay the process any further.

A paper on Council Member recruitment will be presented for the Council’s
approval at its December 2018 meeting.

Decision — does the Council agree that two separate campaigns should be
run for Chair of Council and then Council Member(s).



1.9

1.10
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1.12

PSA role

The PSA require an ‘advance notice’ submission as part of their oversight.
The following information forms part of the advance notice to the PSA for this
appointment;

- Appointment process

- Advertising strategy

- Panel CVs

- Equality Impact Assessment
- Timetable

- Council skills matrix

- Candidate information pack
- Templates and forms

The PSA estimates that approval will take three weeks. This notice will be
submitted shortly following Council’s approval of the process.

Following the Appointment Panel’s selection of a candidate, a notice of
recommendation submission is required by the PSA. This forms a report on
how the process went in operation. The following evidence is submitted to
support this;

- Shortlisting assessment record and notes of meeting

- Screenshots of advertisements

- Advertising strategy analysis

- Monitoring statistics on all applicants and shortlisted candidates
- Presentation topic

- Interview questions

- Due diligence returns

The independent member of the Appointment Panel also submits a report
directly to the PSA at this stage.

Based on these submissions the PSA will then advise the Privy Office that
they can take assurance from the process the HCPC has followed. This stage
takes an estimated 5 weeks before the appointment is confirmed. As these
are estimates only, the actual date of appointment of the Chair may be earlier
or later depending on the level of follow up required by the PSA to provide its
assurance of the process followed, and the competing priorities of the Privy
Office when the recommendation is made.

A timeline for the appointment process is set out at appendix A



2.1

2.2
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2.5

2.6

2.7

Chair of Council role specification

The competencies for Chair of Council were last approved by Council in 2014.
The Executive has reviewed these taking into account the Chairs
competencies for similar organisations.

Decision — The Council is asked to approve the revised competencies for the
Chair of Council as set out in appendix B.

Lay / Registrant

The constitution order requires that the Council is comprised of 6 Registrant
and 6 Lay members. During the last Chair of Council appointment campaign,
in 2015, the only vacancy on the Council was for a Registrant member. This
limited the pool from which candidates could be drawn as external Lay
applicants were not eligible.

Noting this limitation the Council agreed that the appointee’s term should be
set to synchronise with other appointment terms to enable the next Chair of
Council campaign to be open to both external lay or registrant candidates.

However, following the Chair’s resignation, the Council is again in the position
where the only vacancies on Council are for Registrant members, limiting the
external candidate pool.

The PSA have advised the Executive and Deputy Chair that they would
expect to see the widest pool possible for such a key role in the HCPC'’s
governance to ensure public confidence, particularly given the limitations in
place for the previous appointment. To enable this it is proposed that the Lay
member of Council who is eligible for reappointment at the end of 2018 have
their term extended instead until the candidate is selected. Based on the
profile of the candidate the extension would then be taken forward as a
reappointment, or the member would demit office if the candidate is Lay.

Decision - Does the Council agree with the proposal set out in paragraph 2.6

Four country

2.8

2.9

The composition of the Council must include at least one member (lay or
registrant) who lives or works wholly or mainly in each of England, Northern
Ireland, Scotland and Wales.

As the Council’s current composition complies with this requirement, the
appointment is open to applicants from all four countries. Our advertising
strategy will seek to reach candidates from all four countries.



3.1

3.2

3.3

3.4

4.1

Appointment Panel

The PSA’s guidance states that selection panels should consist of at least
three and no more than five members and should be credible to inspire
confidence in the integrity of the process. Panels must also include at least
one member who is independent of the regulator in order to bring an impartial
perspective. The independent member is also required to provide a report to
the PSA at the end of the selection process.

The HCPC appointment process currently requires three members on the
Selection Panel for Chair. This includes an independent member and the
Chair of another regulator (to act as Chair of the Panel). The third member is
to be drawn from those suitable candidates outlined in the PSA guidance.

The proposed members of the Panel are as below;

Nigel Clark — Chair

Nigel Clark is the Chair of the General Pharmaceutical Council (GPhC). Nigel
served on the General Osteopathic Council from when it was set up in 1996
until 2008, and he was chair from 2001 to 2007. He was also a member of the
Council for Healthcare Regulatory Excellence (now the Professional
Standards Authority) from 2003 to 2008.

Bronwen Curtis CBE — Independent Member

Bronwen Curtis CBE is the Chair of the Senior Remuneration Committee at
the House of Commons she is also a member of the Bar Standards Board
Appointment Panel, the Speakers Committee for IPSA, the NHS Pay Review
body and the Regulatory Appointments Panel for CAEW. Bronwen was
previously Chair of the Appointments Committee of the General Dental
Council and advisor to the Judicial Appointments Commission.

Satjit Singh

Satjit Singh sat on the Appointment Panel to appoint Members in 2014 and
2015. He is currently Chief Executive of the Society for Promoting
Chiropractic Education. He has formerly undertaken Executive level roles in
the NHS and wider healthcare field.

Decision — Council is asked to confirm the members of the Panel as set out
above.

Advertising

The advertising strategy and communications campaign for the appointment
process aims to attract a strong and diverse field of suitable candidates. The
advertising strategy is set out at appendix C.



HCPC Chair of Council appointment timeline

Council sign off process competencies and panel

19 September 2018

Advance notice to recommend appointment
(approx. 3 weeks for PSA to consider)

20 September 2018 — 12 October

Advert live

15 October — 19 November
(5 weeks)

Application packs compiled

19-20 November

Completion of shortlisting

20 - 30 November

Shortlist meeting and invitation to interview sent

5 December

Interviews (inc appointment meeting)

13 (&14) December

Notification of outcomes and referencing

Deadline week of 7 Jan

Notification to Privy Council and submission of
notice of intent to the PSA (allow 5 weeks)

7 Jan — 11 Feb (or earlier
depending on referencing)

Council meeting (possible selected candidate
could be invited to attend)

14 Feb

Appointment start date

1 March 2019




Proposed revised competencies for the Chair

(The Chair must also meet the competencies for all Council members)

Additional Chair competencies

Ability to



Competence

command the
respect of HCPC’s
stakeholders

Evidence

Proven ability to command confidence and support
aet as an ambassador for the HCPC, influencing
and building effective relationships_internally and
externally with a range of senior level stakeholders
across the UK countries and internationally.
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Core Competencies Required — Council members

For all roles, candidates will be required to demonstrate how they meet the core
competencies shown below.

Competence

Ability to
contribute to
strategic
direction

Ability to explore
accountability of
self and others

Awareness of
equality and
diversity issues

Evidence

Understanding of the relationship between the
purpose and values of an organisation and its
strategic direction.

Knowledge and experience of strategic planning
and delivery, with the ability to scrutinise
performance data.

Experience of contributing to the achievement of
objectives within time and resource constraints.

Understanding of the role of governance in public

bodies.

Offer appropriate challenge to help achieve the
best outcomes for the organisation.

Able to support the executive team whilst holding
them to account for their performance.

Willingness to accept responsibility and to be
held accountable for personal decisions and to
accept shared responsibility for corporate
decisions.

Experience of evaluating own and others’
performance.

Able to explore and work with values of respect,
inclusion, fairness and transparency and what
these might mean in a regulatory setting.

Awareness that equality and diversity issues are
of key importance throughout any organisation.



Competence

Ability to listen
and
communicate
effectively

Ability to work
effectively as
part of a team

Capacity and
skill to
understand the
priorities of
HCPC
stakeholders

Evidence

Well-developed listening skills.

Good communication skills and the ability to put
views across clearly and sensitively in a variety
of settings.

Awareness of, and acceptance, of diverse views.

Ability to inspire confidence and support amongst
HCPC stakeholders including service-users,
patients and members of the public.

Experience of participating in group discussions.

Involving and including others in a decision
making process to achieve the best outcome for
an organisation.

Sharing expertise at the same time as being able
to recognise expertise in others.

Ability to reflect on own behaviour and impact on
others.

Knowledge and understanding of the prime
purpose of regulation - i.e. public protection

Knowledge and experience of working with one
or more of the HCPC's key interest-stakeholder
groups in any of the four UK countries.

Knowledge and understanding of the wider
health, social, political, and educational
landscape in which regulation sits.

Knowledge and understanding of the diversity
inherent in the work of the HCPC and differing
viewpoints amongst key interest groups.



Chair of Council appointment campaign (expected go live date 15 October — 5 weeks)

Media schedule

Organisation/platform Target Group Method
HCPC

Twitter All Online

Facebook All Online

LinkedIn All Online

HCPC publications
InBrief

e Education

e Partners

o FTP Partners

All - Newsletter specific

Email newsletter

HCPC website All Online
National press

The Guardian All Online

The Times All Online

13




Four Country

Jobs Wales

All with a target on wales

Online

Public appointments Wales

All with a target on wales

Email bulletin

Northern Ireland Job Finder (Belfast Telegraph)

All with a target on Northern Ireland

Online

Public appointments Northern Ireland

All with a target on Northern Ireland

Email bulletin & Online

Scotsman

All with a target on Scotland

Online

Public appointments Scotland

All with a target on Scotland

Email bulletin & Online

Public appointments England All with a target on England Online
Minority Groups

Vercida Minority groups Online
Disability Rights UK (DRUK) Minority groups Online
https://www.disabilityrightsuk.org/

Disability jobsite Minority groups Online
https://www.disabilityjobsite.co.uk/

Third Sector Minority groups Online

http://www.thirdsector.co.uk/




Professional bodies and professional press

British Association of Art Therapists

Arts therapists
(Art therapists)

Online, Monthly bulletin

British Association of Dramatherapists

Arts therapists
(Dramatherapists)

Fortnightly bulletin

British Association for Music Therapy

Arts therapists

Monthly bulletin

(Music therapists)
Institute of Biomedical Science Biomedical Scientists Online
The Society of Chiropodists and Podiatrists Chiropodists/ Podiatrists Online
Association of Clinical Scientists Clinical scientists Online

British Dietetics Association

Dietitians

E-Newsletter, website, twitter
feed, facebook page

British Society of Hearing Aid Audiologists

Hearing Aid Dispensers

E-Newsletter

British Association / College of Occupational Therapists

Occupational therapists

Online / Journal

Journal of Operating Department Practice Operating Operating Department Practitioners Online
Department Practitioners

British and Irish Orthoptic Society Orthoptists Orthoptists Direct mail
College of Paramedics Paramedics Online




Chartered Society of Physiotherapy Physiotherapists Online

British Association of Prosthetists and Orthotists Prosthetists/ Orthotists Online

Society and College of Radiographers Radiographers Online

Royal College of Speech and Language Therapists Speech and language therapists Online
Other

Council of Deans of Health Education — all Online

Stakeholder(s) Activity

PSA Advance notice
Pre & post advert scrutiny issues correspondence

Privy Council Ad hoc engagement and early notification
Submission of recommendation

HCPC Meet the HCPC / Employer events
Articles in external newsletters
Website & social media

Employees Intranet
All employee update meetings

Council members Approval of process and selection panel
Updates on process by email




Utilise networks

Stakeholders

Direct emalil to stakeholders across the UK to
disseminate link to advert via their networks (to
include for example, Allied Health Professions
Federation, Chief Allied Health Officer, four UK health
departments, patient service user and carer
organisations
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Appointment process for Council members and other associated

processes
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1.1.

1.2.

1.3.

1.4.

1.5.

1.6.

1.7.

1.8.

Introduction

This document sets out the process by which appointments to the Council will be
managed by HCPC.

Under provisions in the Health and Social Care Act 2012, the Privy Council is able
to make arrangements with the Health and Care Professions Council (HCPC) to
assist it with its appointment functions.

The role of the Professional Standards Authority (PSA) is to advise the Privy
Council about the process adopted by the regulators in recommending an
appointment.

Having received the PSA’s advice about the process, the Privy Council is
responsible for making a decision to appoint (or reappoint) an individual to the
HCPC Council.

Where a vacancy arises (this may be a new appointment or due to a resignation,
termination of appointment or death of an incumbent, or if a reappointment is not
being considered), the HCPC is responsible for managing a process of appointing
a new Council member, in line with the requirements of the legislative frameworks,
including the Health and Care Professions Council (Constitution) Order 2009, and
will make recommendations to the Privy Council. The Professional Standards
Authority will be responsible for advising the Privy Council about the process
adopted by the professional regulators in recommending an appointment.

The HCPC will also be responsible for managing the process of reappointment of
a Council member or Chair, extending appointments of council members and
chairs, suspending or removing a council member or chair or making an
emergency appointment. Again, these processes will be carried out in line with
the requirements of the legislative frameworks.

The process has been written to take into account “Good practice in making
Council appointments-Guidance for regulators making appointments which are
subject to section 25C scrutiny” published by the Professional Standards Authority
(PSA) in October 2012 and subsequently updated, most recently in March 2017.

The PSA has identified four principles to be applied to all processes relating to the
(re)appointment, suspension and removal from office of chairs and members of
Councils. These principles should be demonstrated by the regulators throughout
their work:

e Merit — all selection decisions are based on evidence of merit. This means
appointing and reappointing high quality individuals whose skills, experience
and qualities have been judged to best meet the needs of the regulator and



where appropriate, recommending the removal or suspension of individuals
where there a strong case for so doing.

e Fairness — processes used in appointments, suspensions and removals are
objective, impartial and applied consistently. Processes should promote
equality and be free from discrimination, harassment or victimisation.

e Transparency and openness — public appointments must be advertised
publicly in a way that is designed to attract a strong and diverse field of
suitable candidates. Information about posts and appointment, suspension
and removal processes adopted are publicly available. It is clear why
regulators are making their recommendations to the Privy Council.

¢ Inspiring confidence — the regulator’s processes and systems promote public
confidence in regulation and take into account external perspectives where
appropriate. All processes meet the requirements of the regulator’s legislative
framework.

1.9 The appointment process will be carried out in two stages:- the preparation and
the assessment and selection stages.

Appointment of Council members
Stage 1 — Preparation

2. Assessment and Selection Panel

2.1. An assessment and selection panel will be appointed by Council before the start of
any recruitment campaign. They will be responsible for making recommendations
to the Privy Council on behalf of the Council. For those appointments starting in
January, the panel will need to be submitted to Council for consideration and
approval by July the preceding year.

2.2. The composition of the panel will depend upon the nature of the recruitment
campaign. However, for appointment processes in relation to members of Council,
the panel will comprise the following:-

¢ the Chair of the Council;

¢ an independent with experience in public appointments; and

e one other member, drawn from those suitable candidates outlined in the
PSA guidance.

2.3. For the appointment of the Chair of Council, the panel will comprise:-

¢ a Chair of an independent regulator or public authority;
¢ an independent with experience in public appointments; and

20



2.4,

2.5.

2.6.

3.2.

e one other member, drawn from those suitable candidates outlined in the
PSA guidance.

Consideration will also be given to ensuring the relevant expertise on the panel, for
example, if we were seeking to appoint an individual with a financial background,
someone with relevant expertise would be within the proposed composition. Due
consideration will be given to the diversity of the panel when deciding who should
be included.

In order to retain the independence of panel members drawn from outside the
HCPC, and to prevent conflicts of interest, the maximum period any panel member
may be appointed to the assessment and selection panel is four years. The
assessment and selection panel will be chaired by the Chair of HCPC or, in the
event that the recruitment exercise is for that position, the Chair of an independent
regulator or public authority.

Any new panel members i.e. any that have not been involved in previous HCPC
recruitment campaigns, will be given an induction. This will cover the following
areas:-

Background to organisation;

Relationship between the Council and the Executive;
Strategic Intent;

Composition of current Council;

Equality and Diversity;

Appointments process adopted by HCPC.

Preparation of paperwork

. When a vacancy arises, the ‘advance notice of intent to recommend appointment’

template, together with supporting documentation should be sent to the PSA at
least three weeks before the first advert is due to be launched.

Prior to submitting an advance notice to appoint, the following should be
undertaken:-

o The Privy Council Office to be notified of HCPC's intention to initiate a
recruitment campaign to ensure that the timescales are suitable from their
point of view;

o The Council to agree the assessment and selection panel for the campaign;
o Consideration will need to be given to the skills matrix of Council to see if
there are any gaps in the skills base of Council members that need to be

filled as part of the recruitment campaign. If so, a review of competencies will
be carried out by the Directorof Council-and-Committee-ServicesHead of
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3.3.

Governance and subsequently agreed by Council if any material changes
need to be made;

Term dates of Council members have been staggered to ensure not all
Council member’s term of office finishes at the same time. Consideration will
need to be given to the appointment dates of the existing Council members
and then a decision arrived at in relation to the appointment of the new
Council member(s);

Review application form to include: review of standard forms including
Diversity Monitoring and conflict of interest declarations to ensure that they
are fit for the current application process;

Draft information pack to include: information on the organisation; role brief;
competences required; eligibility and any additional shortlisting criteria;
guidance on the process including key dates; conditions of appointment; and
standard agreed policies on conflicts of interest, equality and inclusion, data
protection process and dealing with complaints;

Review accessibility arrangements to ensure that the contacts for Welsh
translation, Braille, and text relay are up to date and to ensure that options
for accessibility and translation are clearly stated in public documentation;

Drafting of advert and advertising strategy.

The ‘advance notice of intent to recommend appointment’ template (which can be
found on the PSA website) should include the following information:

Summary of the requirements of Council including current council
membership;

Roles and responsibilities of those involved in the process;

Details of stakeholder engagement including confirmation of communication
with the Privy Council office;

Details of the proposed selection panel;

Details of how the process meets with obligations under the Equality Act
2010;

Advertising and publicity strategy (including draft advert);
Selection criteria and competences;

Selection process;

Conflicts of interest and due diligence;

Additional supporting information (e.g. anticipated risks);
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. Supporting information (e.g. candidate information pack, job description, draft
application form).

3.4 Indrafting the ‘advance notice’ form, due regard will be given to lessons learned
from previous recruitment rounds;

Stage 2 — Assessment and Selection

4. Launch of Advertising Strategy

4.1 Following approval by the PSA to proceed with the recruitment campaign, the
advertising strategy should be launched. This will include dissemination and
publication of advertisement and associated documentation such as the
application forms. All the adverts, once published, must be recorded for the
purposes of the ‘Notice of intent’ document that will be submitted to the PSA once
the panel have made a recommendation.

5. Receipt of application forms and shortlisting

5.1 In line with advice received from the PSA, the deadline for applications should be,
where possible, on a Monday morning (as opposed to a Friday evening);

5.2 No late applications will be accepted unless extenuating circumstances presented
by the applicant are accepted by the panel. The PSA would need to be informed of
this as part of the ‘Notice to recommend appointment’ submission;

5.3 Upon receipt of the completed applications, all personal data (i.e. the front cover
which details names, address, NI number etc and the equal opportunity and
diversity monitoring form) should be removed from application forms. Decisions
regarding an applicant’s suitability for the post must be reached solely on the
evidence provided of how they fulfil the core competencies;

5.4 All anonymised applications are considered by the Panel; no long listing exercise
is conducted by the Executive. To ensure that decisions regarding candidates are
transparent, individual candidate assessment summaries must be completed by
each panel member undertaking shortlisting for each candidate and then returned
to the Secretariat;

5.5 In advance of the panel convening to agree the shortlisted candidates, the
decisions of the panel will be collated and names placed against candidates. This
will be circulated to the panel. An agenda will also be circulated in advance to the
Panel and this will detail the suggested interview structure including questions;

5.6 Under the ‘two ticks’ scheme, HCPC is committed to interview all persons with a
disability who meet the essential criteria for a role. If the panel confirms that a
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5.7

5.8

5.9

6.1

candidate has fulfilled the core competencies, that candidate will be guaranteed an
interview;

During the shortlisting meeting, the panel will firstly declare any conflicts of
interest. This will be included in the ‘minutes of the meeting’ to be taken by the
Director-of Couneil-and-Committee-ServicesHead of Governance. If a panel
member has prior knowledge of an individual they would not make comment on
their shortlisting assessment of the candidate until the other panel members had
expressed their views. This approach would also be followed when discussing
candidates post interview. The panel will then shortlist the candidates taking into
account those candidates that have declared a disability, ensuring that the
requirements of the Constitution Order can be met and mindful of the number of
days that have been set aside for interviews;

Once the Panel have convened and agreed the short-listed candidates, those that
have been shortlisted and those unsuccessful candidates will be notified. Details
of the complaints process will be included in all correspondence;

Interviews will be scheduled by the Birectoref Council-and-Committee
ServicesHead of Governance taking into account any requests form the
candidates included within their application and also the geographical location of
candidates. Due to the time and expense of reconvening assessment and
selection panels, requests for a change of interview date will not be considered
unless a reasonable adjustment is being made to accommodate a candidate
applying under the HCPC’s commitment to interview all persons with disability who
meet the essential criteria for a role.

Due diligence

In advance of the interviews, some due diligence checks need to be carried out as
follows:-

o Checks need to be carried out by the Partner manager to see if any of the
short-listed candidates currently undertake partner roles or are former
partners. If they do, these roles would need to be relinquished were the
candidate to be successful at interview. The information ascertained should
be noted on each individual’s ‘due diligence’ record which will then be
provided to panel members as part of the interview paperwork;

o For the recruitment of registrant members, checks will need to be carried out
to see if any of the short-listed candidates are subject to ongoing Fitness to
Practise proceedings. Should this be the case, appropriate action would
need to be taken. The information ascertained should also be noted on each
individual’s ‘due diligence’ record which will then be provided to panel
members as part of the interview paperwork;
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7.1

7.2

7.3

7.4

7.5

7.6

o Checks will be carried out using the internet to confirm an individual's
credentials, for example details of their education or previous public
appointments held. Checks of connected social media accounts will also be
made. Again this information will be recorded,;

o For all those individuals invited to interview, they will be asked to bring with
them evidence of the ‘Right to work in the UK’. Guidance will be provided to
candidates as to what evidence they can present. This should be saved on
file and noted on their due diligence record.

Interviews

The format of the interview (i.e. whether it comprises group discussion,
presentation and formal interview) together with the formal questions and subject
matters for the presentation and group discussion will have been decided at the
short-listing meeting;

The panel will each be provided with interview packs on the day. These will
include the full completed application forms of those candidates shortlisted for
interview and the due diligence records for each candidate. The Chair of the panel
will also be provided with a candidate interview record to complete for each
candidate. At the start of the formal interview, the candidate and the panel will be
asked to declare any conflicts of interest and these will be recorded as part of the
candidate’s assessment;

If the candidate is known to one of the panel members, panel members who had
prior knowledge of an individual will be asked to make no comment on their
assessment of the candidate until the other panel members have expressed their
views. In the event that a conflict of interest, in the opinion of two or more
members of the panel, compromises the ability of the panel to make an impartial
decision, the panel member should be substituted for the duration of the process;

Once the formal part of the interview has concluded and the independent panel
member asked for feedback on the process, the timeline involved in the final part
of the process should be explained to the candidates. This will assist in managing
their expectations about when they would be likely to hear the outcome of the
interview;

At the conclusion of each interview, the panel will agree an overall assessment of
the candidate which will then be signed by the panel members;

A meeting will be held at the conclusion of all interviews to determine those
candidates who will be recommended for appointment. This will be based on both
interview performance and the needs of the Council.
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Stage 3 — Appointment recommendation

8.

8.1

8.2

8.3

8.4

8.5

8.6

Appointment recommendation

Once a decision has been made by the assessment and selection panel,
references will be sought for the successful candidate (s).

In the event that an unsatisfactory reference is received, the HCPC will convene
the panel to confirm the course of action.

On receipt of satisfactory references, the Birector-of Council-and-Committee
ServicesHead of Governance will submit a ‘notice of recommendation’ to the PSA
on behalf of the assessment and selection panel. This is available on the PSA
website. This should include the following information:

o Details of the recommendation including term of appointment;

o Details of how the process has varied in any way from that described in the
Advance Notice. [It is always better to inform the PSA of any deviations at
the time as well as notifying them as part of this submission];

o Details of the selection process;

. How HCPC'’s obligations under the Equality Act 2010 were met;

o Details of due diligence undertaken;

o Conflicts of interest and how these were resolved;

o Details of any complaints received,

o Supporting documentation.

HCPC would then write to all the unsuccessful candidates notifying them of the

outcome. The opportunity to request feedback should be included in the letter,
along with details of the complaints process.

The PSA and Privy Council estimate that it will take six weeks to process each
recommendation and to make the appointments. The appointment
recommendation must be submitted to the PSA at least six weeks before the
appointment is due to start to allow time for the induction process;

At the same time as submitting the ‘notice of recommendation’, the Chair of the
Panel will write to the Privy Council setting out the recommendations of the Panel,
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8.7

8.8

8.9

10.

10.1

10.2

11.

111

On completion of the process the panel member appointed as the independent
panel member should complete a report to confirm whether, in their view, the
process complies with the four principles of good appointments. This will also
include an assessment of those complaints received in relation to the process and
details of how they were dealt with.

The independent panel member will liaise directly with the PSA on this and their
report should be submitted at the same time that the HCPC submits its ‘Notice of
recommendation.’

Once the PSA has concluded their scrutiny of the process and provided assurance
to the Privy Council that the recruitment process adhered to the principles of
making good appointments, the Privy Council writes directly to the successful
candidate(s) to let them know of the outcome;

Post appointment process

. On receipt of notice that the appointment has been made by the Privy Council the

following activities will be undertaken:

. Welcome pack to be sent to the new member including proposed dates for
induction, dates of meetings;

. Press release agreed with member and Communications Department. To
ensure transparency this should be publicised on the HCPC website,
intranet, newsletter and Social Media feeds;

. Induction programme developed in consultation with the Chair of the Council.

Diversity monitoring

Data collected from applicants must be detached from application forms on
receipt, and added to a diversity monitoring database, to be administered by the
Secretariat in accordance with the HCPC document retention policy;

This data should be analysed as part of the project planning exercise for each new
appointment campaign to ensure that the diversity of Council members is taken
into consideration in recruiting new members to Council and the advertising
strategy amended accordingly.

Complaints

The HCPC is committed to processes and procedures that are fair, transparent
and free from discrimination. Complaints about any aspect of the appointments
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process for the Chair or Council member roles will be monitored, recorded and
promptly handled;

11.2 A full record of correspondence with complainants must be retained, in addition to
any relevant documentation;

11.3 Guidance on how to make a complaint must be published in all information packs,
and must be included in all correspondence with applicants;

11.4 Complaints regarding the appointments process, or an individual's experience of
the process, will be dealt with under the HCPC central customer service and
complaints process. Complaints and other feedback should be made in writing to
the Service and Complaints Manager —

Ruth-Ceeper-Service and Complaints Manager, The Health and Care Professions
Council, Park House, 184 Kennington Park Road, London SE11 4BU. (020 7840
9708) (ruth-cooper@hepe-uk-orgfeedback@hcpc-uk.org).

11.5 The HCPC complaints process has the following aims:

To deal with all complaints in an effective, fair and confidential manner;

To acknowledge receipt of feedback within three working days;

To respond to complaints within 15 working days;

To keep complainants regularly updated as to the progress of their enquiry if
the issue has not been resolved within agreed times.

11.6 If a complainant is dissatisfied with the response they may then ask the Chief
Executive to conduct an internal review;

11.7 If a complainant remains dissatisfied with the HCPC’s response they will be able to
raise their concerns with the Privy Council, to:

Ceri King, Head of Secretariat & Senior Clerk, Privy Council Office, 2 Carlton
Gardens London SW1Y 5AA.

11.8 Administering complaints within the central system will ensure that the Executive
has the opportunity to consider the complaints and ensure that changes can be
made to the system particularly if any trends are identified,;

11.9 When notifying the Authority that a recommendation has been made, details of
any complaints received will be provided. Should the complaint arise after the

recommendation has been made, the HCPC will provide details directly to the
Privy Council.

Reappointment of Council members or the Council Chair
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12.1

12.2

12.3

12.4

12.5

12.6

12.7

Where the term of office of a Council member or Council Chair is coming to an
end, the incumbent may be eligible to be considered for a reappointment without
the need for open competition (as outlined in the Constitution Order). Each case
for reappointment will be considered on its individual merits at the appropriate
time.

Re-appointment will only be considered where it is in the best interests of the
Council for the individual to remain in post. There is no automatic right to
reappointment, even where post-holders are eligible for reappointment and even
where the incumbent has performed well in the role as the needs of the Council
may change over time.

Terms of appointment and the profile of skills held by Council members will be
monitored by the Birectorof Council-and-Committee-ServicesHead of
Governance.

Following the completion of the annual review process for Council members and
the Council Chair, members whose term of appointment is due to come to an end
and are eligible to apply for reappointment, will be invited to complete a
reappointment application form. This consists of:

e a personal statement, explaining how the candidate’s skills and experience
continue to be relevant to the business of the HCPC;

e confirmation of the candidate’s eligibility for appointment;

e declaration of interests and a reaffirmation to the Council code of conduct.

Members who do not wish to be considered for reappointment must confirm this in
writing to the Privy Council.

A reappointment panel (who will have been agreed by Council in advance) should
be convened to consider the reappointment paperwork. The Panel will consist of
the Chair of Council together with up to two outgoing members of Council, if
appropriate. Should there be no outgoing member of Council then the panel will
comprise three members as follows:

e the Chair of the Council;

e an independent with experience in public appointments; and

e one other member, drawn from those suitable candidates outlined in the PSA
guidance.

When consideration is being given to the reappointment of the Chair, the panel will
consist of:

e the Chair of an independent regulator or public authority;
e an independent with experience in public appointments; and
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e one other member, drawn from those suitable candidates outlined in the PSA
guidance.

12.8 Recommendations must be made taking into account a member’s or Chair’s
annual review forms, the Council skills profile, the individuals ability to commit the
required time to the role and the reappointment reapplication form.

12.9 At the end of the assessment process and when a decision has been reached by
the Panel, a reappointment recommendation template form (which can be found
on the PSA website) should be completed and submitted to the PSA. This will
include the following information:

Rationale for reappointment;
Eligibility and willingness;
Basis of recommendation;
Third party feedback;
Complaints;

Conflicts of interest;
Compliance with legislation;
Supporting documentation.

12.10 Atthe same time as the submission is made to the PSA, the panel
recommendations (see template) should be submitted to the Privy Council
together with a covering letter.

12.11 Once the PSA have completed their process in respect of the reappointments,
the Privy Council should write to those Council members who have sought
reappointment to outline their decision.

Extensions and Emergency appointments

13.1 If a term of office of a member was less than permitted in the Health and Care
Professions Council (Constitution) Order 2009, it may be appropriate to consider
an extension of the appointment, i.e. if an initial appointment was for three years,
but the maximum term is four years, it is possible to ask the Privy Council to
extend the appointment up to the maximum term possible.

13.2 Circumstances where this may be considered include a review of council
membership; or to allow a new chair to consider the needs of the Council going
forwards. It should be noted that this is a temporary measure only and must not be
seen as a means of circumventing the need to follow a merit-based appointments
process.

13.3 Any application for an extension must be submitted to the Privy Council; the Privy
Council can act without seeking advice from the PSA.
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